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Hotes Chanves to atisched chart
REDELPPI: PHOCEIRIRES

All mall with Locator Tickets attached received by your office
is to be sckuowledged to the dosument Locatar Section by follow-
ing the steps indicated below:

The Logator Tickei

The Locator Ticket contalns s five unit eods, identilying
Vhe document, which can be translated into loestor cards.
The ticket 1s made in either nine part or two five part
Sags. BEach part is called a ticket atud,

Zo ssimowledge recelyt of s document

1. Remove the lowest numbered ticket stub from eseh docu-
pont received,

2. Attach ticket stubs to key ring.

3. The IBM ¢ard » Fill in date and time of receipt for
sach group of documents received in a mail delivery
or piek-up, This IBX card identifies the recsipting
*Legatar Point®, (Vote:r Use of orange card will
alert Locator Seotion to replenish stoek.)

ke Place in eut box fer delivery to Locater Seetion. o
not use savelepes.

SRR COMHRERFH—

Approved For Release : CIA-RDP61-00900A000100040003-4



